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Welcome 
KATE RATTIGAN, DEPUTY SECRETARY  

Welcome to the People and Executive Services Group (PES). As a PES 
employee, you will play a vital role in delivering critical services, advice and 
support to our partners across the Department as we work to build the Education 
State. 

The Education State is an exciting vision for a bright future for Victoria. It is a 
public commitment to achieve educational excellence and opportunity in every 
community. This vision is to ensure every Victorian – regardless of their 
background, postcode or circumstance – has access to safe, high-quality early 
childhood services; to a great school with great teachers in every classroom; and 
to world-class training that gets them ready to succeed in the workplaces of the 
future.  

The Department has been actively laying the foundations to achieve this vision.  

PES is leading on a number of key reforms within the Department. Our important 
work includes strengthening our leadership capability, clarifying accountabilities and building a high-performing 
workforce through the Investing in Our People Strategy. This major piece of work provides an overarching 
framework for embedding a culture of positive behaviour and practice across the Victorian Public Sector (VPS) so 
that all staff can contribute to the delivery of the Education State. PES is meeting the challenge to enhance the 
culture of the Department by better embedding the public sector values in every aspect of our work. We also 
continue to implement a wide-ranging Integrity Reform Program to strengthen a culture of integrity and respect 
and our systems and controls.   

To support these and other critical initiatives, as well as core business, PES has a collaborative and experienced 
Executive team. This includes Bella Stagoll (Integrity, Assurance and Executive Services Division), Helen Quiney 
(Employee Health, Safety and Wellbeing Division), Stephanie Speck (Communications Division), Tony Bugden 
(People Division), Annette Wiltshire (Legal Division) and Elly Gay (Operational Policy, School Engagement and 
Compliance Division), who together provide strong leadership to the Group and invaluable advice and support to 
me in my role as Deputy Secretary. They will also be a critical resource for you, along with your director and 
manager, and I encourage you to take opportunities to learn from their leadership and experience.  

As a new PES employee, you join a Group proud of our track record of delivering excellent, client-focused 
services. In this induction pack, you will find detail on PES’s purpose, roles and responsibilities, and our value 
proposition for the organisation. Consider these materials as a starting point only – in your first days and weeks 
with PES, and further into your career with us, I encourage you to have regular conversations with your 
colleagues and managers about your own individual goals and objectives, and how you can contribute to the 
share vision for your branch, division, the Group, and the Department.   

Welcome to PES and I look forward to meeting you soon. 
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Group Overview 
PURPOSE OF GROUP 
PES contributes to the improvement of Victoria’s education system, by: 

1. Leading and shaping the culture and direction of the Department through specialist advice and expertise 
in: communications and media, human resources, health and safety, integrity and assurance, legal 
services, change capability, ministerial and executive services, knowledge and records management 
and improving policy, workload and compliance support for schools 

2. Providing critical support centrally, regionally and across all portfolios to enable the Department to 
become a more efficient and effective organisation. 

3. Building the capabilities of our people to ensure that we have the skills to meet the Department’s 
ambitious reform targets.  

4. Providing decision-makers with a whole-of-department view. We use our vantage point to make 
connections, identify risks and assist people to navigate across the system to enable fully informed 
decision-making and high performance.  

ROLES AND RESPONSIBILITIES 
PES’s main responsibilities include: 

• leading strategic communication activities, managing the Department’s reputation, and facilitating 
internal communication 

• providing executive and ministerial support services, knowledge and records management and 
assurance functions 

• providing direct human resources and safety services to the Department and other agencies 

• enhancing organizational culture and workforce capability and driving improvements in workplace 
productivity 

• providing or procuring legal services to reduce the Department’s exposure to risks including litigation 
management 

• using a holistic approach for supporting the health, safety and wellbeing of our workforce across 
schools, central and regional offices. 

• reducing workload, administrative and compliance burden for schools, improving policy and compliance 
support and streamlining the volume and timing of communications to schools.  

PES VALUE PROPOSITION 
PES’s ‘Value Proposition’ (Figure 1) describes what we want to be known for. PES is strongly focused on 
meeting our clients’ needs, through innovative, adaptive and high quality services.  
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Figure 1: PES Value Proposition 

 

Our ability to be innovative and proactive in implementing and influencing the 
agenda and improving services 

 

Our customer focus, listening to understand your needs and being solution 
focused  

 

Ensuring that we are agile, responsive and nimble 

 

Offering specialist and objective expertise and support 

 

Collaboration and our ability to connect across the education system to form a 
whole of Department view 

 

Delivery of excellent core services 

 

PES Divisions have a number of roles and functions that cut across its responsibilities outlined above.  

Figure 2: PES Roles and functions 

Role Functions 

 

System Designer 
• Policy and process design in our areas of expertise 

• Lead Department’s change capability strategy function 
 

 

Problem Solver 

• Provide our clients with solutions for every day issues and complex 
problems 

• Provide specialist expertise from a whole of Department perspective 

• Foster and enhance collaboration 

 

Trusted advisor 

• Strategic business partner to our clients 

• Specialist advisor who understands and meets the needs of internal 
and external stakeholders  

• Critical thinker – we ask hard questions to evaluate assumptions, 
risks and solutions  

 Capability builder 

• Enablers – we build the capability of our clients and help them to help 
themselves  

• Design, develop and implement initiatives that enhance our practice  

• Identify new opportunities that lift the capability of the education 
system 

• Provide training to managers and Principals  



 

People and Executive Services Welcome Kit Page | 4 

 
  

 

Core business 
provider 

• Support and run essential business processes and systems (mail, 
briefings, payroll, websites, facilities) 

• Service provision 

 

Risk mitigator  
• Regulator  

• Identify, manage and mitigate risks 
Hear, see and help DET to navigate its environment 

 

Role model and 
ethical leader   

• Modelling the behaviour we want to see in others 

 
Communicator 

• Formal point of contact between  the Department and our Ministers 

• Provide internal and external communications support for the 
Department 

• Facilitate communication and information sharing across the 
Department 
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Organisational chart 
PES EXECUTIVE TEAM 

The PES Executive team includes the Deputy Secretary, Executive Directors and Directors from across the 
Group. The PES Executive team meets weekly to discuss Group level strategic issues and risks.  

 

Communications Division collaborates with key stakeholders to strategically shape and deliver communication 
and community engagement opportunities. The Division is responsible for the delivery of communications on 
behalf of the Department to support and improve Victoria’s education and training system 

People Division delivers policy, strategic advice and human resources services to corporate and schools. It 
manages the Department's industrial relations environment and supports corporate and school management, 
including principals, to meet their accountabilities in managing their workforce.  

Integrity,  Assurance and Executive Services Division contributes to behavioural and system change to build 
a stronger culture of integrity in the Department, and provides assurance through the design and delivery of 
corporate and schools audits (including compliance, operational, performance, IT and financial audits). It provides 
advice on risk, governance and internal control matters, monitors and reports on the status of implementation of 
audit actions, and coordinates whole of Department responses to Victorian Auditor-General’s Office performance 
audits and reviews.  

The Division also provides executive, ministerial and knowledge and records support services to the 
Department, including coordinating freedom of information requests, managing secretarial and ministerial 
correspondence and briefings, and supporting information-related policy, projects and legislation such as privacy, 
copyright and records management. 
 
Legal Division aspires to be a premier in-house government legal practice within the Victorian Government. It is 
working towards this vision by providing high quality, accurate and strategic legal services; being a valued 
strategic business partner to our clients and an employer of choice for high performing and engaged lawyers. 
 
Employee Health, Safety and Wellbeing Division Supports the Department in creating a safe, healthy and 
inclusive workplace for all employees. 

Operational Policy, School Engagement and Compliance Division has a particular focus on reducing 
administrative and compliance burden for schools, improving awareness, understanding and compliance with 
policy and regulatory requirements, and streamlining workload implications, volume and timing of 
communications to schools. It also manages most of the Department’s ‘review body’ functions under the 
Memorandum of Understanding with the Victorian Registration and Qualifications Authority (VRQA), the school 
sector regulator. 
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Operational Policy  D

epartmental operational policy and supports schools with local policy development and implementation. The b 
both schools and central off 

Group Leadership and Culture 

A VALUES BASED APPROACH 

The group lives and breathes the DET values, which are drawn from the Code of Conduct for Victorian Public 
Sector Employees.   

These seven values, illustrated in the schema below, guide the actions we take within our group, the decisions 
we make and the interactions we have in performing our public duties. 

 

Responsiveness:  We respond in a timely way with our best work 

Integrity:   We are honest, ethical and transparent 

Impartiality:   We behave in the best interests of the public by making fair and objective decisions 

Accountability:   We hold ourselves and others to account for the work that we do 

Respect:   We value others and accept their differences 

Leadership:   We are genuine, supportive and do the right thing 

Human Rights:   We uphold and respect the rights of others. 

Group approach 
Our Group has devised the following ways of working, to give life and effect to the Values. 

People and Executive 
Services

Deputy Secretary
Kate Rattigan

Operational Policy School 
Engagement and 

Compliance Division
Elly Gay

Executive Director

Communications
Brent Hooley

Executive Director

Portfolio 
Communications

Public Communications

Integrity, Assurance and 
Executive Servces

Bella Stagoll
Executive Director

Assurance

Integrity

Knowledge, Privacy and 
Records

Executive and 
Ministerial Services

People
Tony Bugden

Executive Direcor

People Services

Working Places Strategy 
and Design

Employee Relations

Employee Health, Safety 
and Wellbeing
Helen Quiney

Executive Director

Operations

Strategy and Capability

Legal
Annette Wiltshire
Executive Director

Commercial and 
Legislation

Workplace and 
Education Law

Policy and Advisory

School Compliance

School Engagement

https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/news/detail/477/
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Figure 5: PES ways of working 

 
Ways of working 

 

 
Helpful behaviours 

We are committed to the 
public sector ethos 

• We demonstrate the DET/Victorian Public Sector Values 
• We value traditional public sector values such altruism, accountability to the 

Victorian public and acting in the public interest 
• We act as stewards for the Victorian education system 
• We are proud of being public servants 
• We are aware of public service roles, responsibilities and conventions 

We foster trust • We strive to be honest and transparent  
• We are open to trusting others 
• We follow through on our commitments  
• We model behaviour consistent with the public sector values  
• We provide excellent services 

We are courageous • We provide frank and fearless advice 
• We set goals and are accountable for outcomes 
• We seize opportunities for improvement  
• We ask for help 
• We value and support courage in others 

We are curious and see 
possibilities everywhere 

• We are not afraid to think differently 
• We are committed to continuous improvement and learning 
• We support diversity 
• We embrace innovation and change 
• We ask questions 

We respect and value 
each other’s 
contributions 

• We listen to each other  
• We are open to robust debate 
• We acknowledge different points of view 
• We help everyone find their voice 
• We celebrate others’ contribution and success 

We are generous of spirit • We support others to be successful 
• We give time to people and ideas 
• We acknowledge each other’s strengths and accept that no one is perfect 
• We work together to achieve our common goals 
• We uphold the ‘no wrong door approach’ and connect others to solutions 

outside our area of expertise  
We enjoy working 
together 

• We value humour 
• We seek to learn from each other 
• We respect and recognise that everyone has a life beyond work 
• We are compassionate and understanding 
• We mark special occasions 

We take pride in our work • We always do our best 
• We are humble 
• We recognise great work and share our achievements 
• We are passionate about our work 
• We are enthusiastic 

In detail: PES Divisions 
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COMMUNICATIONS DIVISION  

The Communications Division collaborates with key stakeholders to strategically shape and deliver 
communication and community engagement opportunities. The Division is responsible for the delivery of 
communications on behalf of the Department to support and improve Victoria’s education and training system 

This partnership allows the Division to support Victorian Government priorities in early childhood development, 
school education and vocational education and training. This includes engaging with the Department’s workforce, 
supporting the implementation of policies and reforms, protecting and strengthening the reputation of our 
education and training system and providing communications support and advice to the Victorian Government. 

The Communications Division has been actively involved in developing the Department’s first major advertising 
campaign to raise confidence in TAFE, as well as delivered the Victorian Training Awards, the Victorian 
Education Excellence Awards, Children’s Week and the Early Years Awards. 

Communications has a focus on authentic story-telling to bring to life the vision of the Education State. The 
Department’s new website launched in May and was updated to align with Brand Victoria and this design 
supports the focus on great story telling. The digital team conducted user experience testing with real customers, 
including teachers, students, parents and stakeholders and these insights were used to build the new website, 
which is now accessible on all devices.  

PEOPLE DIVISION  

The People Division exists at DET to: 

1. Deliver policy, strategic advice and human resources services to corporate and schools 
2. Effectively manage the Department's industrial relations environment 
3. Collaborate with other Groups in the Department to support Education State initiatives and share 

expertise across all our workforces. 
4. Promote and foster the development of a high performing workforce, and leadership, with high 

standards of conduct. 
5. Support principals in meeting their accountabilities and responsibilities in workforce management. 
6. Support the Department in achieving best practice in relation to safety, wellbeing and inclusion. 
7. Support the development of a culture of continuous improvement within People Division 
8. Enable a high performing Division of capable and engage people who work collaboratively to achieve 

shared goals. 

In addition to these eight key operational objectives, the Division is leading on the implementation of DET’s 
Investing in Our People Strategy. This major piece of work provides an overarching framework for mapping out a 
direction and setting expectations for embedding a culture of positive behaviour and practice across the VPS. 
The Strategy articulates aspirations and focus for our leadership group, and highlights work priorities and reform 
actions required to build a high-performing workforce through a focus on performance and accountability across 
all levels and all Groups.  

INTEGRITY, ASSURANCE AND EXECUTIVE SERVICES DIVISION (IAESD) 
The Division consists of four key areas: Integrity Branch, Assurance Branch, Knowledge, Privacy and Records 
Branch and Executive and Ministerial Services Branch.  

Assurance Branch provides assurance through the design and delivery of corporate and schools audits (including 
compliance, operational, performance, IT and financial audits) and providing advice on risk, governance and 
internal control matters. In addition, the branch monitors and reports on the status of implementation of actions to 
address issues identified from audits. The branch also coordinates whole of Department responses to Victorian 
Auditor-General’s Office performance audits and reviews.  

The Integrity Branch contributes to behavioural and system change to build a stronger culture of integrity in the 
Department. 

The Branch leads implementation of the Integrity Reform Program, integrity framework and other integrity-related 
projects, provides consultancy and advice to staff managing ethical dilemmas, including through stakeholder 
engagement work of regionally-based Integrity Liaison Officers and Integrity Leadership Groups. The branch also 
designs and delivers integrity-building education and training programs and incorporates integrity content into 
training delivered across the Department.  
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The Branch also leads on identification of integrity breaches by strengthening and expanding avenues for staff to 
speak up about inappropriate behaviour and misconduct, conducting investigations in relation to allegations of 
fraud and corruption, and using data and investigation outcomes to drive detection and prevention activities.  

The Division also provides executive, ministerial and knowledge and records support services to the Department, 
including coordinating freedom of information requests, managing secretarial and ministerial correspondence and 
briefings, and supporting information-related policy, projects and legislation such as privacy, copyright and 
records management. 

The Executive and Ministerial Services Branch comprises the Departmental Liaison Unit, Cabinet, Parliament 
and Portfolio Coordination Unit and Freedom of Information (FOI) Unit. The branch supports the Department’s 
engagement with ministers and Cabinet and Parliament, participation in parliamentary inquiries and royal 
commissions, and compliance with FOI obligations.   

The Knowledge, Privacy & Records Branch develops and maintains policies and procedures relating to 
information management. This includes privacy, records management and information security.  

The Branch also provides advice, training and support in the management of documents and records. This 
includes the Department’s Electronic Document and Records Management System (EDRMS) managed on the 
SharePoint platform, and structuring of files within the business classification scheme/folder structure.   

LEGAL DIVISION 

The Legal Division aspires to be a premier in-house government legal practice within the Victorian Government. It 
is working towards this vision by providing high quality, accurate and strategic legal services; being a valued 
strategic business partner to our clients and an employer of choice for high performing and engaged lawyers. 

The Division provides valuable oversight as an informed purchaser of all external legal services provided to the 
Department and develops and maintains legal practice management systems to effectively and efficiently use 
internal and external legal resources to deliver high quality legal services.  

The Commercial and Legislation branch provides advice and manage major legislative projects in relation to all 
aspects of the Department's regulatory agenda, provide governance and government law advice in relation to all 
aspects of the Department's operations, as well as support the Department’s response to Royal Commissions. 
The branch also provides legal advice on a wide spectrum of commercial and property law matters including on 
building and construction matters, and provide strategic advice in relation to commercial disputes.  

The Workplace and Education Law branch advises on and manage discrimination, human rights and employment 
law matters and other government litigation (e.g. FOI) through the Workplace, Discrimination and Disputes unit. 
The Children, Families and Education Law unit provides legal advice and assistance to Victorian Government 
schools on a broad range of education-focused areas of law such as family law, duty of care, mandatory 
reporting, privacy and other school-related legal matters. The Negligence Litigation unit manages all negligence 
claims brought against the Department.  

EMPLOYEE HEALTH, SAFETY AND WELLBEING DIVISION 

The Employee Health, Safety and Wellbeing Division delivers and develops the Department's workforce health, 
safety and wellbeing strategies, policies and initiatives. It is responsible for linking safety and wellbeing to 
Department outcomes and reducing incidence of injury and illness. The Division also manages the 
implementation of the Mental Health and Wellbeing Charter, including the Principal Health and Wellbeing 
Strategy and is responsible for the Department's workers compensation strategies, policies and initiatives. The 
objectives of the Division are to: 

• promote positive wellbeing in learning and working environments 
• prevent against known and expected risks to health, safety and wellbeing 
• respond swiftly and effectively to manage potential issues as they emerge and prevent injuries support  
• employees to recover from injury and illness and return to work. 

OPERATIONAL POLICY, SCHOOL ENGAGEMENT AND COMPLIANCE DIVISION 
The Operational Policy, School Engagement and Compliance Division (OPSEC Division) has a particular focus 
on reducing administrative and compliance burden for schools, improving policy and compliance support and 
streamlining the volume and timing of communications to schools.  The Division is responsible for: 
 

• Building and improving operational policy and compliance support for schools ensuring that 
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school staff are supported to access, understand and implement Department operational policy, 
guidance and resources.  OPSEC does this by maintaining and continuously improving the 
Department’s online Policy and Advisory Library (PAL), the School Policy Templates Portal and the new 
Principal Advisory Service. 

• Leading efforts to streamline and reduce workload and red tape burden for schools, ensuring that 
schools are supported to focus on student achievement, engagement and wellbeing.  OPSEC assists 
with reducing administrative burden by managing the timing and quality of engagement with schools by 
the department, providing high quality advice to program areas on audit timing and workload, and 
developing resources and process improvements to reduce administrative burden and improve principal 
wellbeing 

• Undertaking the Department’s assessments of schools’ compliance with the Minimum and Child 
Safe Standards, leading the Department’s role as the review body for the compliance of government 
schools with the Minimum Standards (including Child Safe Standards) and supporting schools to 
understand and implement their obligations. 

• Assisting corporate areas with their compliance obligations through the Department’s Legal 
Compliance Framework which provides a system to identify, manage, monitor and respond to the 
Department’s compliance obligations.    
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